‘“ﬁ- 25X1

ApprovedTFor Release 20 %114 CIA- RDP78806171A£QBGOQ02005§ -8

NPIC/TSSG/RED-1852—69
6 October 1969

MEMORANDUM FOR: RED Project Officers
SUBJECT : New Reporting Procedures

1. The Project Control Bosrds are designed to assist management by
graphically displaying the status of all ective RED contracts. A quick
glance et the boasrds will pinpoint sny problem areas in the technical
progress, scheduling or spending on a proJect. Through use of these boards,
RED mensgement ss well as other center managers will be kept u; to date on
the stetus of the R&D program.

2. It w 11 be the responsibility of the individuel project monitors
to be sure that the boards reflect the current status of their projects.
The monitors will update the control boerds monthly and any time during
the month when the status of & project changes. In addition, the project
monitors will £ill out or update a new form, the R&D ProjJect Status Report,
on & monthly basis. These reports will be turned into the division secretary
at the end of each month. Atteched are instructions for meintasining the
Project Control Boards and filling out the R&D Project Status Report.
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Instructions for Project Control Buards

Within the month, new Project Control Boards will be delivered to

RED end mounted in the conference room. Each Project Control Board
will have active RED contracts listed elphabetically in the left

4  column To the right of each project name will be five rows labeled
T for Technicael Ststus, § for Schedule Status, ¢ for Cogt Status, R
for Review meeting, and blenk. Verticel lines will designate time
divisions by months and by yeers. Magnetic symbols will be placed
in the proper "Month" Column, each month to show the technical, cost
and time schedule ptatus for each project.

In sddition, symbols will be placed in the "Review' row when con-
tract reviews take place. The symbols used will be either: (1) green--
depicting the status when it is proceeding according to the original

~or officielly revised plan; (2) yellow--warning of & potentially out
of control condition, such as higher then expected spending rates,
unenticipated delays, technical problems; and (3) red--signaling an
out of control situetion such =8 &n overrun situation, postponed
delivery dste, or inability to solve a technicsl problem under con-
tract,

Smell write-on megnetlic strips can be used to clarify sn unususl
statue by writing a cryptic note on the strip snd plaecing it in the
proper month column in the blank row after the subject. The Project
Contrel Boards will serve as & communicastion link between the project
officers and RED management. It is therefore importsnt thet the Boards
be kept up to date and that the status symbols reflect the true status
of the project. Eech project officer will be held sccounteble for his
individusl projects.

Instructions for R&D Project Status Report

A Project Status Report will be filled out by the project monitor
for esch sctive contrect the monitor contreols. After initielly filling
the report, the monitor will only have to update the dste, the current
program value, the Essential Elements of Information, the cumulstive
graph of expended funds, the milestone chart, the review dates, snd the
Program Highlights. The reports will be kept in a notebook by the
division secretary for quick reference by the project officers or
center mensgers. The following is = description of the information
required under the headings.

Title - The Project Name followed by the Project Number

MO/YR - Month which report covers

Contractor -~ self explsnatory
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Degeription « gelf explanatory

Contract No. ~ self explanastory

Contract Type - self explanatory

Program Value - Original Fixed Price or Ceiling Price or Target

Price (alsoc denote which) snd Current Price and Figcal Yesr
of Originel funding.

Meeting Performance Reguirements - self explanatory
On Schedule - self explanatory

Within Contractual Costs - self explanetory
Overrun - Each Overrun should be listed separately.

Bcope chenges -~ Each change of scope should be listed separately.
Include the flgcal vear of the scope funding { e description of
the cha-ge should a%so be noted in the highlights).

Agency Assoclation - the classificetion of the contracts association
with the Agency.

Title - the clagsification of the title
Work ~ the clagsificaetion of the work

Expended and Committed Funds - This chart is to be scaled appropriately
and the anticipated cumuletive expendlitures of the contractor are
to be shown with a dotted line (i.e. the first month listed would
he the first month of the contract and the cumuletive expenditures
at the beginning of that month would be zero, the last month
listed would be the last month of the contract and the expended
funds would be the ceiling or target contract cost.) The actual

co~cumiletive costs of the contrect are to be shown with a solid line,
(the end of the line will show expenditures to date). Each month
this line will be extended one block. For fixed price centracts
with no finencial reporting requirements, this chart need not
be £illed out.

Key Personnel - the key personnel are to be listed as specified
along with their phone numbers.

Contract Start ~ gelf explanstory
Contract Complete - self explansatory

Lest Review - self explenatory
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Next Review - self explanatory

Milestones - The project should be broken down with the esgential

tesks listed directly under the "milestones"” heading. To the
right of each task, the projected phasing of that tesk should
be shown with a dotted line extending through the appropriate
month columns. Milestones, such as the stert and end date of
the task, should be shown with the outline of a trisngle. As
the contract proceeds, solid lines will be drewn to show the
actuel phasing of the teske and golid triengles in the sppro-
priate month column will show when the milestones have been
resched. If delivery is reguired, such as a report or proto-
type, the milestone triengle is circled when delivery is
gccemplished .

Program Highlights - This section is to be used for noting signi-

ficant events such as technical problems, dellivery dates of
equipment, change~in-scopes, etc.
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